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From: WorkcenterSupervisor
To: Q~~1j P Rt=T~-C...... (Name/Rate)
Via: QualityAssuranceOfficer

Subj:

Ref: (a) OPNAVINST 4790.2
(b) SECNAVINST5510.36
(c) NAVAIR 00-25-100
(d) TYCOM TPL Instruction

1. Assignment: Youareherebyassignedthebillet of Workcenter A (Primary/Alternate
DispersedTechnicalPublicationsLibrarian(DTPL). Youaredirectly responsibletotheWorkcenterSupervisorin the
performanceof this duty. You shallberequiredto maintainthis positiona minimumof six months,andshallperform
thedutiesof DTPL asoutlinedbelow.

2. Description: TheDTPL responsibilitiesinclude,butarenot limited to:

a. Maintaintheworkcenter’slibraryin acompleteandcurrentstatusperreferences(a) through(d).

b. Maintain anup-to-date,readilyaccessiblelisting (LocationListingproducedby theTPLprogram)of all
publicationsheldwithin theworkcenterandthe locationofeach.

c. Ensurepublicationbindersaremaintainedinaccordancewith reference(c).

d. Incorporateall changesinto publications.

e. Surrenderto theCTPLanypublicationsreceivedfromothersources,includingcommercial/contractor
publications.

f. Identif~’ reasonfor andcorrectdiscrepanciesdiscoveredduringworkcenterquarterlyauditswithin two working
days.

g. Attendquarterlytraininggivenby theCTPL.

h. Train workcenterpersonnelonproperuseof publicationsandassistin locatingthe requiredtechnicalinformation.

3. DetachmentPublications:

a. Proceduresandprocessesestablishedfor DTPLsare applicableto detachmentlibraries.

b. Ensuredetachmentlibrariesareauditedin accordancewith references(a) and(c)

c. Upon returnfromdetachment,ensurethedetachmentlibraryis inventoriedby theCTPL.

4. I havereadandunderstandtheabovelisteddutiesandacceptthe relatedresponsibilities.

Member’sSignature I~ %%=~fAt ~ Date (eA) 0
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